End Item Increase

Adding Items To The Property Book (Cont’d)

STEP 1:

" * ~Type Action
@ New Procurement
" Transfer In

" Rewversal

¢ Admn Adj Rpt [AAR)

¢ Ammunition

Click the type of action
for the asset.

B

i~ Bulk Asset

-

UiC:

Doc Nbr: ;

Prefix ... j |

Bar Cd:

™ Auto Assign

Stock Nbr: {

]

Serial Nbr: |

I~ -Multiple Entries

|

Cancel

~Type Action
' New Procurement
" "Transfer In

. Rewversal

Cmpn inor
C Ad Deor Chi

If the asset is bulk
~ Am| managed, then
check this box.

biaming Aot

SHO

ey
%gf&.‘%?

Bulk Asset

Warranty

Doc Nbr: I

o

I~ Auto Assign

UIC: ! ___!
Bar Cd: Prefix ... l r
Stock Nbr: l

]

Serial Nbr: |

I Multiple Entries

[ o ]

CE,-af : J

Cancel I
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End Item Increase

Adding Items To The Property Book (Cont’d)

STEP 3:
~Type Action . Q )
Q Lmpn gt
& New Procurement C AdmnAdi

 Enter or browse for
the Document Number for
the asset. a1

‘ O Select the UIC for the | Ammu
asset (may be displayed

by default).

A 4

LD

T~ Auto Assign

Bar Cd: Prefix ... ] l
Stock Nbr: | ]

Serial Nbr: [ [ Multiple Entries

oK l Clear I Cancel J

STEP 4:
~Type Action . . v
. Lmpn nor a4 HINT!

# New Precurement " Admn Adj Rpt [AAR)

Desr Chn If you clicked on the Prefix

S i button, the Auto Assign
{] /@ If you want DPAS to haint Aot check box is automatically

auto assign your bar codes, -
click the lg’reyﬁx button, - RO checked. You cannot let
1 DPAS auto assign your bar

@ 1t your Activity
uses bar codes,
enter a bar code,

OR... Then select the user ire it ; -
\ = defined prefix, OR... Alar gty E:?:s gvsf:t?llijsthae C;j)reﬁx
r %Qs\et > ; I~ '
N i q
BarCd: _Prefix..

number AND
serial number.

Stock Nbr: [
Serial Nbr: 1 ™ Multiple Entries
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End Item Increase

Adding Items To The Property Book (Cont'd)

STEP 5:

WAEnd Ttem I

® Enter cost of the
item.

@ Enter or browse for
the appropriate HRH
Nor. T J uic:

Doc Nbr:

:_J Acg Cost:]
= oweve Th

~Authn €l Nbr: Acq Dt
: M|

; Serial Nbr:

HRHNbr: | \/—1

Fund Cd/Appn: I

® Browse for the appropriate
Manufacturer Key.

® Enter or browse for the
appropriate Fund Cd/Appn.

O Enter the year the asset
was manufactured.

%As

i
cpucd: | =l itaskca: ]
ExpCd: | =1 | Job Order Nor: |
LofLe Cd: | =l cowponbr: | |
Page 1 of 2 Related Data |- ﬂcxﬁ*Page i Save ] Clear ! Exit
STEP 6:

@A lnd Item Incre

“Key Data
Bar Cd:

UIC;

 Enter the date the asset
@ Enter or browse for the Dod  \as bought. Policy varies
st Authorization Ctrl Number of the Nod Dy agency.

authorized item.
Mq Cost:' ’ A
Acq DE: B ediot | B

© Enter Effective Date
for asset. Policy varies
by agency.

" Authn Ctl Nbr:

@ For bulk items,
Office: ’ enter the number of

i e
Task Cd: r‘"“““ items you ar

{ Asset Cd: ’ 9 Enter the
- Cpti Cd: 1—_——- manufacturer’s serial adding.

number.
Exp Cd: i N~ Job Order Nb: | N

LofLe Cd: | =] cowponer |

Page 1 of 2 Related Data| NextPage | Save | Clear |  Exit
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End Item Increase

Adding Items To The Property Book (Cont’d)

STEP 7:

#REnd Ttem Increase

UIC:
Serial Nbr: Doc Nbr:
Stock Nbr: Nnme(n‘f —
: O select appropriate
"HRH Nbr: | ] _J Acq Cost:| | ASSet Code. B
Fund CdfAppn: [ l ___| Mfr Yr: - :
 Select appropriate
AullmCtLNhrw - Capitalization Code.
L T
- AssetCd: |
- cptcd: l ® select appropriate
Expense Code.
. Exp Cd: ] i
LofLe Cd: |

—
O select the

appropriate Loan/

Lease Code.

Page 1 of 2 Related Datal Next Page l Save ; Clear ] Exat ]I

Asset Codes Capitalization Codes Expense Codes Loan/Lease Codes

A — ADP Software A — Not in Use 1 — Funded N/A — Govt Owned
C-CIP S - Capital, below threshold 2 - Unfunded C - Out to Contractor
W - WIP N — Non-capital, exceeds G — Commercial (GSA)
threshold.
G — Cap Lease Assets L —In on loan
H — Leasehold Equip. M — Out on loan
K — Nonmilitary Equip. N — In customer owned (govt)
V ~ Heritage P — Permanent (GSA)
Y - Intangibles R —In rented/leased
S — IPEC in layaway
T -Temporary (GSA)
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End Item Increase

Adding Items To The Property Book (Cont’d)

STEP 8:

waEnd Ttem Incr

el & (Bl ] 2

“1Print Reports|.-

Serial Nbr: Doc Nbr:
Stock Nbr:

HRH Nbr: | | ey
Fund CdiAppn: r—— l ____l M

Nomen:

~

..................... i

7

@ Enter Office Code.
Policy varies by
Agency.

© Enter Task Code. Policy
varies by Agency.

Authn CH:Nbr: ] _j Acq Dt

Mir Serial Nbr: |

Finance office.

: Office:

® Enter Job Order
sietsesidess | Number assigned by

Asset Cd: I _ﬂ
Task Cd:
cpt cd: | =] l O Enter applicable
. Job Order Nbr: Contract or Purchase
Exp Cd: ® ciick Next Page.r:"—_-] — Order Number.
z CntrfPO Nbr: |
LojLe Cd: | \\ e
Page 1 of 2 Related Data'l ﬂexﬁage i

About Task Cdes and Job Order Numbers:

B These two codes are used to track expenses related to CAPITAL ASSETS.

A TASK CODE can relate several different assets to a specific task, or mission. For example,
items procured for Operation Desert Storm were assigned the same TASK CODE. This allowed

§ DoD financial offices the capability of reporting on costs associated with that mission. Navy may
§ enter a Plant Account number here until further notice.

A JOB ORDER NUMBER assigned to a capital asset may include ALL costs related to the asset,
including, but not limited to:

Procurement De-installation
Transportation and Shipping Maintenance
Installation Disposal

i NOTES:
§ 1. The Hand Receipt Holder number on the authorization MUST match the hand

; receipt holder number that the asset is being assigned to.

] 2. The acquisition cost MUST be accurate! This value will be used to report the cost
: of the asset to your Activity’s general ledger accounts.
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End Item Increase

Adding Items To The Property Book (Cont’'d)

STEP 9:

@REnd Ttem Incrense

il al ] i [T =S
1

Loc:

Dt
O Enter physical location of the Expr

asset. : Intrn's Cy ® Enter or browse for the
- e 4 PBIC
Sys Id: ] Local'Use> ~~——
. IPE Nbr: ;

:  Enter or browse for asset's
Remarks: storage location.

 _Ret File Name .. | : ; =

aDPsystd: |

: :
: o . =
. ROR et Cd'i ‘:‘; ] Maint Cost: |
¢ Acq Cd: A -Not Reported vl
! i Rental Cost: !
| Maint Type (;d;ix -None of the Above _:j }

Page 2 of 2 Related Data| Prev. Page | Save i Clear | = Exit |

STEP 10:

o End Tt dnirs O Lot Number is used for

bulk managed assets only.

sl ® Enter the Expiration Date for
ExprDt ] time when asset is no fonger

considered usable for its intended

Cond Cd: l _’:_] Intrns Cd: purpose, or when the authority
to operate the asset ends.

Lot Nbr: |

® select the appropriate —
Condition Code of the ending DODA| @ Enter Intransit Code for

2:?veitcef:;rbﬁiegree of asset’s moves between activities, if
ty. applicable. (Inbound or Outbound).

. RefFil .
H ll
ADP Sys Id: ]  Monthly
EADPOwnchd:: ~] et
" Acg Cd: A -Hot Reported -1
: ! -J % Rental Cost:l .
* Maint Type Cd: |X -None of the Aboue >

Page 2 of 2 Belated Data| Prev.Page |~ save | Clear | x|
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End Item Increase

Adding Items To The Property Book (Cont'd)

STEP 11.:

WEng It

® Enter System ID ® Enter any text
for asset, if used. Site Cd: desired in Local Use.

Expr Dt

VR NN =1 .
Sys id: Local U

iPE Nbr: Sending DODAAC:

: 4
@® Enter Industrial Plant D O Enter the losing
Equipment Number, if Activity’'s DODAAC
for a transfer,

ner Ca° ] 1
A s A -Not Reported b ‘
e I —J ; Rental Cost: ‘
Maint Type Cd:|X -None of the Above -]
Page 2 of 2 Related Data|  Prev. Page _J Save ] Clear l Exit 3
STEP 12:

WAEnd Ttem

toc: | stecé: | | eme [
Lot Nbr: | — —<rpt | B

Cond Cd: | ® Enter any User s cd: | ~N/A R

Remarks, if used. @ {28 ' o

;Sysld: f_;‘_to\ 3 ] ) o

! e

Remarks:

Ref File Namp

\

@ Click this button if you want M
to attach any reference files to -—————j voniily

AD thst item (i..g., Wortd (;ocument, % Maint Cost: |
pictures, videos, etc.). .} )

A ; ]

c Z Rental Cast:

Maint Type Cd: [¥ -None of the Above _'__!

Page 2 of 2 Related Bata] Prev. Page ’ Save 1 Clear i Exit 1
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End Item Increase

Adding Items To The Property Book (Cont’d)

STEP 13:

R EEE

“Lec: {

Site Cd:

LotNbr: |

© Enter ADP
System ID, if used.

" IPE Nbr:

L s

@ Use drop-down to
select appropriate ADP

Owner Code.

® Use drop-down to

Remecter | & select the appropriate
H A o -
ADP Sys Id: cquisition Code _/_}
= ADP Owner Cd:| ] pe
cd thly
H A -Not R ted
a ] sl O use drop-

Maint Type Cd:{x -None of the Above

Page 2'of 2

down to select
Maintenance Type
Code.

$@};HINT!

About ADP information on

] this screen:

The ADP Owner code and

8 Acq Code will only be

available for input if the

‘ g catalog record for the asset

being added indicates that

4§ the item is ADP
REPORTABLE.

8 Information entered in the
d ADP related fields on the

End Item Increase screen

| will be forwarded to DITMS

in the DPAS to DITMS
Interface.

Related Dalal Prev. Page !

Save }

Clear

Exit J

ADP Owner Codes

1 - Government owned.
2 - Government leased, but
not available for purchase.

3 - Government leased

4 - Government leased
government owned

5 - Government owned by GSA
ADP fund.

Acquisition Codes

1 - GSA nonmandatory (ADP
schedule competed).

2 - GSA a mandatory schedule.

3 - Completed where use of 1 or 2
not appropriate.

4 - Specified make and model.

5 - GSA nonmandatory ADP
schedule.

6 - Follow on after competition.
7 - Sole source.

8 - Unknown

9 - Other.

A - Not reported.

B - Reutilization.

Maintenance Type Codes

A - Manufacturer PPM(primary period
maintenance).

B - Manufacturer beyond PPM.
C - Manufacturer parts and labor.
D - Commercial concern PPM.

E - Commercial concern beyond PPM.
F - Commercial concern parts and
labor.

G - Maintained by government
personnel

H - Maintained free of charge.

I- Carry in.

J - Off site.

K - Parts exchange.

Click on the pick list to display
additional codes.
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End Item Increase

Adding Items To The Property Book (Cont’'d)

STEP 14:

Loe: | Site Cd: _l =) eme [ ]
‘ Lot Nbr: ’ Expr Dt: } M
* Cond Cd: i ﬂ Intrns Cg: = :.!
T = “ @ Enter monthly

Sys Id: I Local Use: Maintenance Cost, if

r—"——— applicable.
IPE Nbr: Sending DODAAC

Remarks: | \ /

Ref File Name ... ‘ |
® Enter monthly

= -Monthly - .
: ; Rental Cost, if
_ ADP Sys Id: i L@ Click Save. :

“ "
' Owner Cd:’ \ \ '; ; o ‘—_/\
- Acqg Cd: ]n -Not Reported \ '! - Rental Cost: .

Maint Type Cd;]x -None of the Above \: i

Page 2 of 2 Related Data] Prev. Page i

Save ] Clear ] Exit 1
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End Item Increase

Adding Items To The Property Book (Cont’'d)

When you click Save, the following dialog box will be displayed:

Transaction Processed.

- Additional Actions

I~ Print Bar Cd Label

™ Activate Capital Asset

I~ Print HRH Document For:
" This Transaction

" Al Transactions for this Doc Nbr
. ToHRH: Includes Subs
€ To HRH:

' %HINT!

Print Bar Cd Label — Check this box if you want to print out the bar code label(s) for the
1 asset(s) that you have just added.

Activate Capital Asset — Check this box if the item is capital and you want to activate it for
depreciation.

Print HRH Document For:

This Transaction — Select this radio button if you want to print out the DA Form 3161 for the
transaction that was just processed.

All Transactions for this Doc Nbr —This selection will limit the detail records printed on the

form from history to those where the Doc Nbr equals the UIC and Doc Nbr just used. (If there
is @ Doc Nbr To in the history record it will be used in the selection of records not the Doc Nbr)
and the Pgm Name is equal to the process being run.

To HRH (Includes Subs) - This selection will limit the detail records printed on the form from
history to those where the Hand Receipt Major and Sub Nbrs of the gaining Hand Receipt equal
those displayed in the radio button text.

To HRH - This selection will limit the detail records printed on the form from history to those
where the Hand Receipt Major Nbr of the gaining Hand Receipt equals those displayed in the
radio button text.
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End Item Increase

Adding Items To The Property Book (Cont'd)

The buttons on the right hand side of the key data screen will now be active and can be used to
perform the following tasks if needed:

Click ... Cmpn l"cr_j to add component items to this asset.

Depr Chg

Click . to add or update depreciation information for capital assets.

%HINT!

| If the asset you have just added to the property book IS a capital asset, activate it now!

. | -
Click ’Maﬂtfgt_w to add or update Maintenance and Utilization records for mobile/production
assets. :
Click %KQ‘@@L to configure the asset as a set, kit or outfit.

Click wa@ﬂw to add warranty or service agreement information for this asset.
If no additional actions are required for this asset:

. Clear |
Clicki___ ==7" . to add another asset to the property book OR

Cancel

Click to return to the DPAS Main Menu.
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Accounting

Introduction To Accounting

Once an asset is added to the Property Book, the Fund Code record is reviewed to determine if
the funds used to purchase the asset were Defense Working Capital or Non-Defense Working
Capital. If the funds are Defense Working Capital, the Acquisition Date and the Acquisition Cost
are compared to the Capital Asset Threshold Table to determine if the asset is a Capital Asset. If
the funds are Non-Defense Working Capital, the Acquisition Cost is tested to see if it is $100,000
or greater. If the asset is determined to be a Capital Asset, it then needs to be activated for
Depreciation.

The Depreciation Change screen can be reached through the Accounting Module via a jump
button from the Key Data screen of the End Item Increase process after the Increase has been
processed.

The Activation Date is the date the asset is put into use. If an asset requires installation and this
will not be completed for a month, the Effective Date on the End Item Increase screen will be the
date the asset arrived at the site, but the Activation Date will be a month later, after the asset is
installed.

If the asset is transferred to the installation, the Prior Depreciation field must be entered to
prevent the Depreciation from starting over. If the Database to Database transfer process is
used, this information is carried with the record.

Before entering anything in the Residual Value field the regulations/guidelines for your
Agency/Service should be reviewed. Most Agencies/Services do not want a value entered.

Once the asset is activated the Depreciation will not begin to be calculated for 30 days after the
Activation Date. Depreciation will be calculated when the Monthly Depreciation Report under the
Accounting Module > Reports > Generate > Batch is processed. If the asset is activated on the
28" of the month and the Monthly Depreciation Report is run on the 30" of the month, no
depreciation will be calculated for this asset. It will not begin until the next month.
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Activating for Depreciation

Activating Depreciation For A Capital Asset
MODULE: Accounting

IF YOU

INTRODUCTION

When a capital asset is added to the Property Book/Inventory, the item will need to be
activated for depreciation. This can be done directly after the asset is added.

PREREQUISITES
The asset must meet the capital asset threshold amount and it must be on the property book.

STEPS TO PERFORM ACTION

To Activate an Item for Depreciation from the End Item Increase Key Data screen, use
the following steps:

. Click the Depr Chg button to
STEP 1' enter the Depreciation Change
screen.
. Y )

-~ Type Action
:  New Procurement € Admn Adj Rpt [AAR]

¢ Transfer In " Ammunition Maint Act
 Reversal SKO/BIIAM
Warranty
! I~ Bulk Asset
- uic: [ ] Dachbe] ]
Barcd: |
Stock Nbr: | E
' Serial Nbr: | " I Multiple Entries

| oK I Clear ! Cancel I
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Activating for Depreciation

Activating Depreciation For A Capital Asset (Cont’d)

—

Click OK since your data

STEP 2:

| Barca:

Le s Stock Nbr: |
Serial Nbr: |
uic:

is already displayed.

STEP 3:

@ Depreciation Change

@ Enter the Activation Date in
YYYYMMDD format (or use the
calendar button to select the

appropriate date).

Activation Dt: | \/“@

O If the Depreciation Pericd is to be other than
what is displayed, then change the period to
reflect the depreciation period in months.

Deprn Period:

Prior Deprn: |

/]

g Residual Value: |

-Deprn Office:

® If the asset is a new
procurement, this field is not
accessible. If the asset is
transferred in, then enter any

Prior Depreciation for the item.

A

Deprn Task Cd:

O applicable to your
Activity, enter the Residual
Value (or salvage/junk
value) for the item.

Cmpn D
Cptl Cd:

\.

——
RelatedData|  Save |  cClear |  Exit
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Activating for Depreciation

Activating Depreciation For A Capital Asset (Cont’'d)

-Key Dt :
id N ® Enter the Deprn Task
Bar ¢ oh Enter the office uIc: Cd that is assigned by the
.| where depreciation Finance or Accountin
Sefid  expenses are charged HRH Nbr: Office. 9
~Stoell  (based on local Nomen:
S policies). ] y
.\
Activation Dt; | ( Depm Period: | / /
Prior Denmn; | N\ %=1 Residual Value: | 1/
: N X 1/
Deprn Office: [ N\ ~v] DepmTaskCd: |

| Deprn Job Order:Nbr: ] /'_]

©® Enter the Job Order

Nbr or code where
depreciation expenses are Cmpn Deprn Cd: O Cliick Save. j
charged. Cptl Cd: T »
- NS
ﬁ;
i HINT!

" Belated Data Szﬁ/l clear | Exit |

Whenever you enter information in the Deprn Office, Deprn Task Cd, or Deprn Job Order
Nbr, that information will always remain with the system. Therefore, you can use the pick list to
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Warranty/Service/Loan/Lease

Adding Warranty/Service Information
MODULE: Hand Receipt/Maintenance & Utilization

INTRODUCTION

Information pertaining to a Warranty or Service Contract on an asset can be tracked using this
process. The user can track the Contract Number, the Start and End Dates and set up a
reporting schedule for the expiration of the contract. The reporting of the expiration can be
setup to produce a warning message, of the pending expiration date, 30, 60, 90 or 120 days
before the date. The information pertaining to the Vendor providing the Warranty or Service
can be tracked along with this information.

PREREQUISITES
None
STEPS TO PERFORM ACTION

To add Warranty/Service information from the End Item Increase Key Data screen, use the
following steps:

STEP 1:

Type Action

Cmpnincr

Depr Chg Click Warranty.

@ New Procurement -Admn Adj Rpt [AAR)

" Transfer in " Ammunition Maint Act
T Reversal Warranty

™ Bulk Asset

UIC: ’ __J Doc Nbr: ] __J
Bar Cd: 1 - T7 AuteAssign
Stock Nbr: { ____l

. Serial Nbr: i [~ Multiple Entries

oK ’ Clear ' Cancel i
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Warranty/Service/Loan/Lease

Adding Warranty/Service Information (Cont'd)

A Enter a locally
assigned number
to identify an asset
for the collection of
A maintenance and

Local 1d Nbr: ; utilization data.
Also referred to as
a bumper number,
Stock Nbr: | Serial Nbr: | i applicable.

STEP 2:

@ 1f your Activity uses bar codes,
the bar code will be displayed.

Bar.Cd:

® The stock number AND serial number
are displayed.

O ciick oK.

 Enter the number of days in advance
of the warranty/service and/or
loan/lease agreement expiration date
that an asset will appear on the
Warranty/Service/Loan/Lease Report.

~Key Data  1f you are establishing
Bar Cd: warranty, select Warranty.

-Serial Nbr: If you are establishing service,
: select Service.
- Stock Nbr:

-Warranty{Servi&é N
Warranty/Sve Cd: | \_f Expr Rpt Cd: |

Cntr/PO Nbr: |

StarfExpr Dt: | 5 S HEEN

@ Enter the date the warranty
or service started for the asset.

® Enter the date the warranty
or service is to end for the

@® Enter the contract or
purchase order number, if

R available. asset.
Page 1 oTZ :
Related Data Deipin Next Page o Add Clear I Exit ]

: E3%'15HINT!

f‘ The Utilization Code that was used when the asset was cataloged will determine if you can enter
| Warranty Miles or Warranty Hours.
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Warranty/Service/Loan/Lease

Adding Warranty/Service Information (Cont’d)

HRH Nbr;

@® Enter the date the
loan agreement
expires for the asset.

 Enter the date the
loan agreement started
for the asset.

O If your asset has a
loan/lease code, enter the
number of days in advance that
you want this item to appear
on the Warranty/Service/
Loan/Lease Report.

“-LoanjLease:

Expr Rpt Cd:

Page 1 0t 2

Related Data Oplete ’ Next Page i M T Lr‘lx

STEP 5:

R arpanty ServicedLoan Leose Adig

A SETE]

® Enter the
vendor’s phone
number.

@ Enter the point
of contact for the
vendor.

T <Ny ph . «rﬁ/

poc: | v

® Enter the name
of the vendor.

Name: l

. Address: l \

" Remarks: | [ O Enter the ]
-address of the
vendor.
Page 2 of 2
Related Data Dipdeos ! ‘Erev. Page 1 Add ' l C!ear ] Exit
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Warranty/Service/Loan/Lease

Adding Warranty/Service Information (Cont'd)

STEP 6:

oeen
e

Laan Leaze AddAChgd/ e

-8

- Vendor
poc: | o
r@ Enter a remark.
. Mame: i \7 /—J
: Addrecc: i B ———— S— N/ / S ——— SU—
1/
Hemarks: I 4

® Click Add.

Page 2 of 2

Reiated Data Dedpig I Prev. Page I Add ] Clear i Exit _]
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Hand Receipt Report

Generating A Hand Receipt Report

MODULE: Hand Receipt
INTRODUCTION

This procedure will show you how to generate your hand receipt.
PREREQUISITES

None
STEPS TO PERFORM ACTION:

1. Select the Hand Receipt icon, or select Hand Rept from the menu bar.
2. Select Reports option from the program group.

3. Select Generate from the program list.

Hand
Receipt
End Item Actions »
Component Actions »
Bar Cd/Ser Nbr Change

HRH Pending Turn-In/Transfer
Databose/UIC Transfer Actions ¥
wfr Key Change

Bulk Asset Price Adjustment

fass Chonges »

#haj#Sub Hand Receipt Holder

Warranty/Svc/Loan/Lsase

SKO/BIIZAAT Inwentory

Excess Actions »
ADP Reporting »
Automated Inventory Actions >
Interfaces 4

vvvvvv ?ip-:-rfs Generate
Inquiries » - Print
Help
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Hand Receipt Report

Generating A Hand Receipt Report (Cont’'d)

{~ IPE Inventory

I” HR Scheduled Invent ™ RICC Inventory
[~ Asset Summary
I Hand Receipt Holder

" IncreasefDecrease Actions. [~ TMDE Invento

" "Asset Disposition

Batch Rpts ] Print Apts l Select Hand Receipt.

STEP 2:
w

Select the way you

P want the report
Annexes 2 sorted. If your

__KOJBIIJAAI Hand Receipt Activity uses

Authorizations, then
KO/BIJAAlI ExcessiShorta — you MUST select

————-—-’—"Quthorization.

~Sort Sequence

<. Bar Code

" Location

s

" Nomenclature
wveragefihoriag

4clude Sub-Hand Receipt]
" Authorization rclude Sub-Hand Receiptis]

“Type
" Prop Type Cd: |

e | | vrHNbe | [ ]
info ! I_W' Clear ] Cancel !

®  NOTE:

If Authorizations sort sequence is chosen, a range of LINs and the Property Type Code may be
{1 entered.
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Hand Receipt Report

Generating A Hand Receipt Report (Cont'd)

STEP 3:

Haond Feceipt Report o
-Sort Sequence—— ~ Report Annexes —

If you want to print any of
the SKO/BII/AAI annexes, or
if you want a report of all

@ Bar Code ™ SKOBI{AAI Hand B- your sub hand receipts, select
: the appropriate report annex.

¢ Location ™ SKO/BlifAAl Excess{Shortage

" Sub-Hand Receipt [s]
" Nomenclature ,

T Authorization I” Include Sub-Hand Receipt(s)

I HRH Range

I Lid Hangs

- Type
Prop Type Cd: ! : j

vic: | | vAHNbe | ]
info | [ Submit | Clear |  Cancel |
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Hand Receipt Report

Generating A Hand Receipt Report (Cont’d)

ar

Sort Sequence - ~Report Annexes
I~ SKO/BIJAAl Hand Receipt

I™ SKO/BIAAl Excess/Shortage
¢ Location ™ Sub-Hand Receipt (s]

* Bar Code

/ Select the appropriate option.

" Nemenclature Tk rOpﬁo 4 bk , - If you did not select the
i Authorization sort sequence,
. I” Overage/Shortage Only

then the Overage/ Shouftage
I~ Include Sub-Hand Receiptfs]) | onon WM Range wil not be
I HRH Range

* Authorization available.
I~ LIN Range

i
|
z
i
|
i
!

~Type
Prop Type Cd: i :]

vic: | ] HRHNbr: | l
Info i l_gub—m;t—] Clear I Cancel

Overage/Shortage Only will show overages and/or shortages. However, if
Authorization was selected for the sort sequence, then this report is automatically
generated.

Include Sub-Hand Receipt(s) to request a Major HRH Nbr with all of its Subs included
(this can also be used with the HRH Range). The screen Sub HRH Nbr input field would
be deactivated when this check box is selected.

HRH Range to request a range of Major HRH Nbrs. If you also want to include Subs,
select the “Include Sub-Hand Receipt(s)’ check box. The screen HRH Nbr input field wilt
be deactivated when a HRH Range is entered.

LIN Range allows specific pulling of the Authorization Hand Receipt Report by a
specified Line Item Number (LIN) range. This range is used primarily for Special/Cyclic
inventories.
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Generating A Hand Receipt Report (Cont’'d)

STEP 5:

Hond Fecaipt Report
~ Sort Sequence -

~ Bar Code

" Location

rReport Annexes

[~ SKO/BIljAAL- Hand Receipt
{~ SKO/BIIJAAI Excess{Shortage
[~ .Sub-Hand Receipt {s]

you selected the
Authorization option.

N

O You can print a hand i
receipt report for a particular
property type code or PBIC, if

 Enter or browse for
your UIC.

Type

Nbrs.

Prop Type Cd: I

® Enter or browse for
a specific HRH Nbr or
leave blank for all HRH

The following dialog box is displayed:

Click OK.

Report Submitted

O Click Submit. j

You can now print or view your Hand Receipt Report. When you submitted the report, DPAS will
return you to the On-Line Hand Receipt Reports.
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Hand Receipt Report

Generating A Hand Receipt Report (Cont’'d)

" IPE Inventory

[ HR Scheduled Inventory [~ RICC Inventory

I~ Asset Summary I” Sensitive tem Inventory

™ Hand Receipt Holder I~ SKO/BIlIAAL

I IncreasefDecrease Actions - | TMDE Inventory

Click Print Rpts. |

I~ Asset Disposition

‘Print Hpt
Batch Rpts ! Erint Rpts

Module: Report Type: Sort Order: Report Status:

{Hand Receipt _:} 1Al| ‘ v lDateITime :_] iCur;cnt _'_j

I ‘Report Title | reportzb | ure Toae. . | Time | pagi
wDD1348 TURN-IN/LATERAL TRANSFER FORMS  DP9D18IR WOUCSA 07/18/20... 08:14:2972 000
ﬁINCREASE/DECREASE ACTIONS REPORT DPTDI21IR WOUCSA 07/18/20... 08:19:44:03 000

@&'SENSIHVE ITEM INVENTORY REPORT OTHER... DPTDISIR  WOUCSA 07/19/20... 13:52:55:02 000
wsENSITIVE ITEM INVENTORY REPORT WEAP... DPTDIS2R  WOUCSA 07/19/20... 13:52:55:02 000
HARD RECEIRT REPORT BV UIZ DPTD22IR  WOUCSA 07/20/20... 07:49:26:.. 000}

To view the Hand Receipt report, highlight the report and click the
View button, or just double-click the report.

d ] 2

Report(s) available: 5
View Print ’ Remote Delete 1 Refresh ] Exit ’
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Generating A Hand Receipt Report (Cont'd)

Below is a sample of the Hand Receipt Report (On Line) in Bar Code Sequence report.

SH SR® N

M)W QAU DEEE

REPORT: DPTDILIR DEFENSE PROPERTY ACCOUNTABILITY SYSTEM DATE: 20010303 TIF
ACTIVITY: DA HAND RECEIPT REPORT (ON-LINE)
UIC: AMCOOl  HRH NER: AMCOOL - BAR CODE SEQUENCE
HRH NM: JOHN SMITH
OFFICE NM: ARMY MATERIAL COMMAN PHONE NBR: 216-821-9444
BAR CD STK NBR SUB  LOC QTY UI LST INV DT LCL USE  FND LVL
OFFICE SER NER HRH INV LOC ACQ CST DIPEC NER CD CL
GNRC NOMEN
11111 2320010907891 BLDG 1-1 1 EA 19950424 1
21100 USALLL1LY BLDG 1-1 36,000. 00
TRUCK CARGD: 1/2 TO 1 TON 4X4 6000-10000 GVW Use the scroll bars
MFR YR: 1993 HMFR NM: FORD MFR PART NBR: L5P99V85 to scroll up, down,
left, or right.
11112 2320010907893 BLDG 1-1 1 EA 19950424 1
21100 USA11112V BLDG 1-1 33,670.00
TRUCK CARGO: 1/2 TO 1 TON 4X4 6000-10000 GVY
MFR YR: 1592 MFR NM: FORD MFR PART NER: 15P99V95
11113 2320010907895 BLDG 1-1 1l EA 19950424 1
21100 USAL1113V BLDG 1-1 29,440.00
TRUCK CARGO: 1/2 TO 1 TON 4X4 6000-10000 GVW
MFR YR: 1992 MFR NM: FORD MFR PART NBR: 1SP99V10S
-
Kl J ;I‘J
Ready Po1of1 156% | NUM

Below is a sample of the Hand Receipt Report (On Line) in Location Sequence report.

@,Eﬁu Edit - View * ook Window Lislp
W SRe W
% 4 p MW

REPORT: DPTDLLIR DEFENSE PROPERTY ACCOUNTABILITY SYSTEM DATE: 20010303 TI
ACTIVITY: DA HAND RECEIPT REPORT (ON-LINE)
UIC: AMCOOL  HRH NBR: AMCOOL - LOCATION SEQUENCE
HRH NM: JOHR SMITH
OFFICE NM: ARMY MATERIAL COMMAN PHONE NBR: 216-821-9444
Loc STK NBR SUB  BAR CD QTY UI  LST INV DT LCL USE  FND LVi-d
INV LOC SER NBR HRH  OFFICE ACQ CST DIPEC NBR €D CI
GNRC NOMEN
BLDG 1~1 2320010907891 11111 1 EA 19950424 1
BLDG 1-1 USALLLLLY 21100 36,000. 00
TRUCK CARGO: 1/2 TO 1 TON 4X4 6000-10000 GVW
MFR YR: 1993 MFR NM: FORD MFR PART NBR: L5P93V8S
BLDG 1-1 2320010907893 11112 "1 EA 19950424 1
BLDG 1-1 USALLLI2V 21100 33,670.00
TRUCK CARGO: 1/2 TG 1 TON 4X4 6000-10000 GVW
MFR YR: 1992 MFR NM: FORD MFR PART NBR: 1SP99V95
BLDG 1-1 2320010907895 11113 1 EA 19950424 1
BLDG 1-1 USAL1113V 21100 29,440.00
TRUCK CARGO: 1/2 TO 1 TON 4X4 6000-10000 GVW
MFR YR: 1992 MFR NM: FORD NFR PART NBR: 15P99V105
-
4] | _'J"’
Ready Pg:lof} i150% NUM
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Generating A Hand Receipt Report (Cont'd)

Below is a sample of the Hand Receipt Report (On Line) in Nomenclature Sequence
report.

(%) £ile - Edit - \iew Tools - “Window Help

SH &REa N

REPORT: DPTDL1IR
ACTIVITY: Di

DEFENSE PROPERTY ACCOUNTABILITY SYSTEM

OFFICE NM: ARMY MATERIAL COMMAN PHONE NBR: 216-821-9444

P Qe BRinmBE

DATE: 20010303 TIM

HAND RECEIPT REPORT (ON-LINE)
NOMERCLATURE SEQUENCE

GNRC KOMEN b
STK NBR SUB BAR CD Loc QTY UI LST INV DT LCL USE FND LVL
SER NBR HRH OFFICE INV LOC ACQ CST DIPEC NBR CD (D
BORING AND TURNING MACHINE VERT RAM TURRET AND SIDE HEAD TYPE
3411001604669 11114 BLDG 1-1 1 EA 19950424 1
1555T78 21100 BLDG 1-1 16,500.00
MFR YR: 1989 HFR NM: BRIGHTON MFR PART NBR: N45779
END ITEM STK NBR TOTALS 1 16,500.00
ErrRREEARR rrrERREAS EEErRrARRRY rrrrrTTEEY
ELECTRICAL DISCHARGE MACHINE RAM BED TYPE
341000X861790 11115 BLDG 1-1 1 EA 19950424 1
FF4TTSS 21100 BLDG 1-1 11,100.00
MFR YR: 1589 MFR NM: SIMMS MFR PART NBR: 45654H
ij) ITEM STK NBR TOTALS 1 11,100.00 i
)
Ready ipg: 1of 1 150%

Below is a sample of the Hand Receipt Report by UIC in Authorization Sequence report.

(D), Ede  Edit Niew' Took  Window “Hietp

ale x.

==

%

REPORT: DPTD221R DEFENSE PROPERTY ACCOUNTABILITY SYSTEM DATE: 20010102 TIME
ACTIVITY/UIC: DA AMCOD2 HAND RECEIPT REPORT BY UIC LIN RANGE: -
ACTIVITY NAME: ARMY MATERIAL COMMAND
PROP TYPE: OTHER TYPES OF PROPERTY
AUT LIN SUB LIN GENERIC NOMEN AUTH DOC SITE DUE IN REQ AUTH 0/E
STK NBR UI NOMER DOC NBR cD STATUS e
TOTAL ACQ COST
X51791 TRUCK LIFT FORK: GAS PT 6000 LB LTR 5 1
3930000251015 EA TRK LF 6000LB LT-60RS
$12,587.00
HRH NBR BAR CD SER NBR/LOT NBR QTY SC 1ITEM ACQ COST MFR PART NBR
AMCO02- 922225 USAS22225V 1 §12,587.00
LIN TOTALS: Scroll to show the authorized,
’ on-hand, due-in quantities as
well as any overages and
shortages.
L |

Ready

iPgtoft 150%
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Hand Receipt Report

Generating A Hand Receipt Report (Cont'd)

Eie Edit View Tools Window Help (™ iy the Last Pg button to
; : ; take you to the bottom of the
W &2 @ K27

——

zH Se W
M »2 Qe kR amEs
-
*xx&** END ITEM HAND RECEIPT TOTALS TOTAL QTY: 6 TOTAL DOLLAR VALUE: j
NOTE: ~** IN STK NBR BLOCK IDENTIFIES SENSITIVE, EXPLOSIVE, AND HAZARDOUS ITEMS.
I HAVE REVIEWED THIS HAND RECEIPT FILE LISTING. I HAVE CONDUCTED A 100 PERCENT PHYS:
ALL UPDATES PERTAINING TO THIS HAND RECEIPT HAVE PROPERTY LISTED ON THIS HAND RECEIP"
BEEN INCORPORATED. HAND NOT INCLUDED ON & HAND RECEIPT
AND ALL DISCREPANCIES ACCOUNTED FOR
REGULATICN.
SIGNATURE OF HAND RECEIPT HOLDER/GRADE-RANK/DATE SIGNATURE OF HAND RECEIPT HOLDER/GR.
Kl J
Ready Pg:20f 2 150%
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Excessing

Introduction To Excessing

The Excess process allows the user to designate that an asset is not needed and will be turned in
to the appropriate location, such as DRMO. This process is optional for all assets except ADP
Equipment. When the asset is marked as Excess it is placed on a Central Table that all DPAS
users can view. This does not override any regulations a user’s Agency/Service has for the
process of redistributing assets, such as within the Major Command, the Service and the DoD.

If the asset is ADP, the user is required to receive Disposition from DISA (DITMS) prior to
removing the asset from the Property Book. The process allows the user to identify the condition

and serviceability of the asset. This is especially critical if the asset is to be considered for School
Donation.
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Excessing Assets

Excessing An Asset
MODULE: Hand Receipt

INTRODUCTION

This process will show you how to turn an item in (for example, to DRMO). However, it is not
mandatory that you identify your assets as excess using DPAS.

PREREQUISITES

If the item is ADP, you will need to wait for disposition from DISA prior to deleting the item
from your Property Book/Inventory.

STEPS TO PERFORM ACTION
1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select the Excess Actions from the program group.

3. Select Asset Reporting from the program list.

Hand
Receipt

End Item Actions »
Component Actions >
Bar Cd/Ser Nbr Change

HRH Pending Turn-In/Transfer
Database/UIC Transfer Actions = b
Mfr Key Change

Bulk Asset Price Adjustment

Mass Chonges »

Maj/Sub Hand Receipt Holder

Warranty/ Svc/Loan/Lease

SKO/BI1/AAT Inventory

E:cess sctions Ssset Reporting

tass UIC/HRH Mbr
ADP Reporting

Automated Inventory Actions 4

Interfaoces »

Reports
Inquiries

Help
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Excessing Assets

Excessing An Asset (Cont'd)

STEP 1:

O Select whether the
asset is an End Item or a
Component.

~ End ltem

™. Component

@ Check this box if
the asset is a bulk
item.

Bar Cd:

Stock Nbr:

Serial Nbr:

HRH Nbr:

oK Clear |  Cancel |

@ If your Activity bar
codes, enter the bar code
of the item, OR...

¢ End ltem |
L , B T _Bulk Accet
Bar Cd: ® Enter the stock number
AND serial number of the
asset.
Stock Nbr:

. . , @® 1f the asset is a bulk item, then
Serial Nbr: ﬁ; will need to enter the Hand

__J_,/-—'/ Receipt Holder Number.
\

i o— ] —‘—_—“.

HRH Nbr:

OK

Siivisiagad
£
1)
[}
-
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Excessing Assets

Excessing An Asset (Cont'd)

O I1f the item was previously
reported as excess, the field
would be available to you to
withdraw it from excess.

- Key Data
. Bar Cd: uic:
. Serial Nbr: HRH Nbr:
Withdrawal Action; l j_j Excess Remv Dt

Avail Dt l B ExcessQty: | .

Ex _ ® For serial assets, a
 Enter the date the item quantity of 1 will be displayed
ob was documented as excess. J (and cannot be changed).

For bulk assets, this field will
allow you to enter a quantity.

Related Datai Add l Clear 1 Exit

Withdrawal Codes
: D- School Disposition Req

. R- School Reassignment

: W- Excess Asset
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Excessing Assets

Excessing An Asset (Cont’'d)

~Key Data
- BarCd:

. Serial Nbr:
Stock Nbr:

O Select the
appropriate
Excess Condition
Code.

Withdrawal Action: i

Auail e ] ; @

Fwrecs Ohs I

.ﬂ Excess%\

 If applicable,
select the
appropriate
Obsolete Status
code.

Excess Cond Cd: ]

Obsolete Sts: ]

@® Click Add to flag
the asset as excess.

Related Data%

add " |

Excess Condition Codes

Al - new and excellent condition.

A4 - new, used, or repaired and in
good working condition.

AS - new, used, or repaired and in fair
working condition.

A6 - new, used, or repaired and in
poor working condition.

E7 - limited expense/effort to repair,
unit in good condition.

E8 - limited expense/effort to repair,
unit in fair condition.

E9 - limited expense/effort to repair,
unit in poor condition.

G8 - Incomplete units or parts for
building/maintaining other units.

HS - Units determined to have no
value except for basic materiel

HX - units determined to be
economically impractical to repair.

Excess Condition Codes
(Non-ADP)

A - Serviceable (without qualification).
B - Serviceable (with qualification).
C - Serviceable (priority issue).

D - Serviceable (test/modification).

E - Unserviceable (limited restoration).

F - Unserviceable (repairable).
G - Unserviceable (incomplete).
H - Unserviceable (condemned).
J - Suspended (in stock).

K - Suspended (returns).

L - Suspended (litigation).

Obsolete Status Codes

P - Obsolete

C - Cannibalize

W - Withdrawal Excess Record

Click on the pick list to display
additional codes.
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Excessing Assets

Excessing An Asset (Cont’d)
Click on | Reporting Address | to display the Address for the Reporting Activity. If you need to

change anything on this screen, you can do so at this time.

Click on | Location Address | display the Location of the Reporting Activity. If you need to
change anything on this screen, you can do so at this time.

Click on | School Donation ] if you plan to donate this asset to a school.
If you are donating the item to a school:

STEP 5:

Select the
WA e danet Feparting £dd/C hange appropriate
e - : Designee Code.
ﬁ]nrnlaﬂ i Ql ij L .
Designee Cd: ’ \_j

POC:

Phone Nbr: l

- Designee

Name:

Address:

City:
State:

.---Acquiring
DRA Cd: ] Agy Cd: | Re|

E Mail Address: |

Related Data]  add | clear | Exit |

Designee Codes

S - One thru twelfth
H - Historical black college university
M - Minority institute

N - Non-profit
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Excessing Assets

Excessing An Asset (Cont’d)

Once you select a School, the remaining fields on the screen will be available.

STEP 6:

@ Enter the Point of
Contact of the
designee.

POC: ] - i
M Enter the Phone

L Number of the

Excess | Reporting Address | Location Address ~Transfer Designee l

Phone Nbr: i

designee.

Designee

Name: 1

Address: ]

City: [

State: | ~] apcd: | =
- Acquiring

DRA Cd: r—— Agy Cd: | ]

E Mail Address: |

Related Datal Add 1 Clear ] Exit J
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Excessing Assets

Excessing An Asset (Cont'd)

 Enter the address of the ® Enter the city

@ Enter the name of the designee. of the designee.
designee.

POC:
-Designee
Name: J N

@® Enter the zip of the
designee.

Address: i

City: l
State: ’

2
N

O sclect the state of the

designee. j Agy Cd: ] ]

E Mail Address: |

RelatedData]  Add | Clesr |  Exit
Excess | Reporting Address | Location Address ~Transfer Designee ]
Designee Cd: 1 ]
PoC: |
Phone Nbr: !
~Designee
Name: '
Address: | - Y O select the
City: ] o Enter the DRA Agency Code of the
‘ R ——— o(f;tt'h_e gaining E— gaining activity.
~ Acquiring - activity. -
. DRAC: Agy Cd: | ]

E Mail Address: |
O Ciick Add.

1 @ enter the email
address of the

gaining activity. J

Related Data| ~ Add
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Excessing Assets

Excessing An Asset (Cont'd)

| ‘\@/ ~ NOTE:

4 When the transaction is processed, DPAS assigns a Material Document Identifier Code and a

§ Material Item Number. These codes are used as identifiers for items being reported as excess to
| DISA.

The Material Document Identifier Code is used to obtain status of excessed ADP equipment and
| appears on the DISA disposition document. '

| The Material Item Number appears on DISA disposition document.
Below is an example of this screen:

Status

Transaction Processed

Mat Doc ld: - ‘WA4660110990001
Mat Itm Nbr: 0001

OK
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Turn-In Document Number

Introduction To Turn-Ins

To dispose of an asset, a Turn-In document must be processed. The user has the option to enter
the Document Number manually or have the system generate the next available number. The
user has the ability to divide the Document Register into ‘Blocks’. The ‘blocks’ must be
established in the Utilities Module before the Document Register can be used. The ‘blocks’ are
used to divide the Document Numbers into groups, such as Expendables, Non-Expendables, ADP,
Ammunition or Turn-Ins.

The Destination Id allows the user to track who/where the asset was turned in to, while the
Transfer Code allows the user to track the reason for the turn-in. These two fields are user
defined values that are developed in the Utilities Module > Master Table Maintenance.

This process can also be used to Document the Turn-In of a Non-Property Book asset. This
could be anything from scrap metal to ADP components, such as Hard Drives. If the assets are
ADP, be sure to enter the serial humbers in the Additional Data field if they are to print on the
DD 1348-1A.

Once the Document is processed the user has the option to use the Jump Buttons on the Key
Data screen. If there are multiple assets to be Turned In then the Detail Jump Button can be
used to go to the process for identifying the specific Bar Codes/Stock Number Serial Numbers. If
the user wants to immediately remove the Asset from the Property Book, the EI Decrease Jump
Button can be used. These Jump Buttons take the previously entered data with them so it
decreases the amount of information that needs to be re-entered on the next screen.

Once this process is completed the user can produce either a DD 1348, DA 3161, or a DA 2765
form.
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Turn-In Document Number

Obtaining A Turn-In Document Number
MODULE: Document Register

, If your Activity does not use the Document Register, proceed to page P1-112,

Removing An Asset From The Property Book.

INTRODUCTION

This process will show you how to obtain a Turn-In document number to turn an item in (for
example, to DRMO).

PREREQUISITES
None
STEPS TO PERFORM ACTION:
1. Select the Document Register icon, or select Doc Reg from the menu bar.

2. Select Supply Requests from the program group.

3. Select Turn-In from the program list.

)

Document
Register

Issue

Miscellaneous Actions
thodify/Cancel/Follow-up

Detait Turn-In/Transfer

Interfaces 4

Reports

Inquiries

Help
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Turn-In Document Number

Obtaining A Turn-In Document Number (Cont'd)

STEP 1:
L]
Documentﬁumbetﬁssigl;ﬁmvént el : : : Select the appropriate \
3 i Document Number
& Automated " ‘Manual g Assignment.

Automated: DPAS will
generate a document

number.
vic: | _] =

Manual: User defined

: document number. /
Destn Id: 1 ’ T Non-Property Book
) W Form :
| Transfer Cd: 1 I ©nnadan
3 I~ Include Tara-In Messages C DEZIRE

I oK l Clear ‘i Cancel i

STEP 2:

O Enter your UIC
or browse for the
UIC and select from
the display box.

~Decument Number Assignment

-G Automated

| Uic: " i

; :  Enter the Stock
| Destnid: | I Non-Property Book N Nbr of the asset

. T Mo Farm you will be
' Transfer Cd: ' __-_]

removing.
- I Include Turn-ln Messages

N
[ ok ] ciear | cancer

‘ Eﬁ% HINT!

j§ If you do not know the stock number, you can browse for the stock number. However, if you
know the FSC, enter it and then click the browse to display all stock numbers that begin with the
FSC. So, the more that you enter in the field, the narrower the search will be.
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Turn-In Document Number

Obtaining A Turn-In Document Number (Cont'd)

STEP 3:

[x] © Browse to display
2]] Destination
Identification Codes.

- Document Number Assignment
' & Automated - Manual e
® Browse to display
Transfer Codes.
.
Destn id: i

® 1f you want to include any
transfer messages that you
have previously established,

Transfer Cd: ] -
; check this box.

™ Include Turn-In Messages

%HINT!

d If you do not have any Destination Identification or Transfer Codes, they will need to be

STEP 4:

-~ Decument Number Assignment

Check this box if the
item is not on your property
book. You will also have the
ability to print a DD1348 or
a DA2765.

@ Automnated  Manual

| oo 1 __I Stock Nbr: | ]

§ Non-Properly Book ’

. Destn Id: [ . ] : O My Porm !

!  pniaEs %
Transfer Cd: i ] s

2YEE ® Ciick OK.

¢ 7 Include Tumn-In Messages

] OK™ 1 Clear Cancel
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Obtaining A Turn-In Document Number (Cont'd)

B= R

o

- ~Document Regiéierw
1 Doc Mbr: |

| Block: ,\j
| Media Sts Cd: I ﬂ
U ]

Nomen: r—-——————— 1 B your Activity interfaces with

SARRS-O, AND you selected

: Automated Document Number — [F=F
. Supp Address: | assignment, this field will be displayed

. Signal Cd: i with the unit’s DoDAAC.

. Cond Cd: 1 If you selected Manual Document T

" Remarks: r““‘—“‘“ Number assignment, then enter the
’ ) document number here.

Addl Data: r“““_—\ /““‘“‘*

Related Data Save I Clear Exit ]

Stock Nbr:

. pIC: !

@ Click this browse button to
display the blocks of document
numbers for assignment.
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Turn-In Document Number

Obtaining A Turn-In Document Number (Cont'd)

STEP 6:
@ Sselect the EE‘
applicable @ Enter the Routin
h g
Document Identifier . ]
Code. @@ =g ~Document Register Identification Code.

Doc Npr: ’ »

’ DiC: i

Media Sts Cd: |

® Enter the Hand

Nomen: © Enter the Media ﬁiﬁ){;trHolder
Nemenl - ciatus Code, if :
accessible (AMCISS
Supp Ad  users). Fund CdfAppn: l i _._]
Signal Cr—r — ~] Acq Cost: |
Cond Cd: ! ] Local Use: |
Remarks: |
Addl Data: ]
RelatedData]  Save | Clear Bt |

Document Identification Codes Media Status Codes

0 - No status to requisitioner or SUPADD. 100 percent
supply status and shipment status by data pattern
(AUTODIN) to the activity designated by a significant

! entry in rp 54.

- Z3A - Tum-In 1 — Reserved

- A5J - DRMO Turn-In

2 - Exception, supply statuses to requisitioner in rp 30-
35 by data pattern (AUTODIN).

3 - Exception, supply status to requisitioner in rp 30-35
by readable document (mailed).

4 - Exception, supply status to SUPADD in rp 45-50 by
data patterns (AUTODIN).

5 - Exception, supply status to SUPADD in 45-50 by
readable document.

6 — Reserved

7 - Reserved
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Turn-In Document Number

Obtaining A Turn-In Document Number (Cont'd)

O Select the

~Key Data ) cument Register- \

: appropriate code for i

. uic: how the item is cNbr: | e ® trer th ity
Stock Nbr: packaged. Use the pick K nter the qugn 1

T 1 st to display valid ook [ .| you are turning in.

T codes.
- DIC: \;

i Mimdia Ste: Ca: 1 ; . s

ok ‘ ]

i
: Nemen: ]

® Ifthe item is Non-  |=— _
Signal Cd: | \ Property Book, then you
. p will need to enter the
Cond Cd: | =g description of the item
Remarks; - | you are turning in.
Addl Data: | 4

Reiated Data Save Clear . Exit !
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Obtaining A Turn-In Document Number (Cont'd)

. - Document Register

uic:  DocNbr: |
(1 53 applicable, enter a " Block: l __'

Supplemental Address for

—

: ® Browse and select the
DIC: :'.rt:e asset you are turning “"‘““3 RIC: ] appropriate Fund Code.
Media ’ /_/‘—_:_[ HRH Nbr: | |
ut 1 ; / g oay [ ;
Supp Address: - b v v Fund th\ppn:, | ]
Signal Cd: i

21 Acq Cost: |

Cond Cd: ] _'_j Local Use: ]

O Enter the actual cost
. “— of the asset.
@® select the appropriate
Signal Code.
— Related Data| ~ Save | clear | Exit |

Signal Codes

A - Ship/Bill Reguisitioner. K - Ship/Bill Supplementary Address.

B - Ship Requisitioner/Bill Supplementary L - Ship Supplementary Address/Bill Activity.
éd—d;ﬁ;‘Requisitioner/BiII Activity. M - Ship Supplementary Address/Free Issue.
D - Ship Requisitioner/Free Issue. W - Intraservice Use Only.

J - Ship Supplementary Address/8ill X - Intraservice Use Only.

Regquisitioner.
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Obtaining A Turn-In Document Number (Cont’d)

STEP 9:

tfor Turn-In

_J S|

~Key Data - - Document Register
uic: - Doc Nbr: ]

- Stock Nbr: thk

pIC:

@ select the appropriate Condition

“'Media Sts Cd: Code. See page P1-40, STEP 9,

Ut

" Nomen:

Requesting A Document Number

for a list of the valid codes, or use

the pick list.
§

O Enter any applicable
local information.

. Supp Mdrqsstl e
Cond Cd: {

Fund

T{Local Use:

CdIAnnn

Remarks: i
Addl Data: |
Related Data| - Save Clear Exit |
STEP 10:
L]
Kcy Data .-~ Document Register é%& HINT!
- uIc: . DocNbr: | { If the rat)slset lts n(t)}?_
= § property, enter the
* Stock Nbr: T | prol '
: ok = § serial number(s) of
DIC: I =1 RIC: r—— thg asset(s). This
) N ] will ensure that the
Medial @ Enter a ) I ._J | serial numbers will
. justification of why Enter any - I he DD
Uk © hai additional information a4 print on the
: the asset is being h 8 1348-1A
Nome| turnedin. ere. q Form .
Supp AddiESS // Cdjappn: | ® Ciick save.
- Signal Cd: 1 / / :j ost: ]
Remarks: | V /

Addi Data: ]

Related Dataj

Save
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Turn-In Document Number

Obtaining A Turn-In Document Number (Cont’'d)

NOTICE!

If you had DPAS generate an automated document number, notice that after you process the
transaction that the document number is displayed. You may need to pull the Key Data screen
down to view the number,

~Document Register

Doc Nbr:  [W3BGFB18320001

Bk o1 [.]

INCLUDE TRANSFER MESSAGES

If you checked the Include Transfer Messages check box, you will have the ability to include
two user defined messages. The following is an example of this screen:

Tranzfer thesaages
—
Form Messages Click the browse
~Message 1 buttons to select tths
message you want to
Msgld: | Mclude.
e
k Msg Text.
] =
~Message 2~
Msg Id: l /
Msg Text:
| B
L‘
0K Cancel |
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Turn-In Document Number

Obtaining A Turn-In Document Number (Cont'd)

STEP 11:

FEEY ..

~Document Number Assignment
& Automated

T Manual

El.Decr ]

Cmpn Decr ’

N

Stock Nbr: |

]

™ Non-Property Book

H Tt T o
AT Prier Tonedn Porm

Destn id: | _—J
Transter Cd: l B

[ o ]

Clear l Cancel i

Click on the Detail
button to take you
directly into the
Designate Assets
process.

P1-102



Designating Assets For Turn-In/Transfer

Designating An Asset To Turn-In/Transfer?

MODULE: Hand Receipt/Document Register

INTRODUCTION

This process will show you how to designate asset to Turn-In/Transfer.

PREREQUISITES

STEPS TO PERFORM ACTION:

None

Since you are coming into this process from the Turn-In Document Register, the Detail Key

Data screen is displayed.

STEP 1:

Ke 0

Data

UIC:

Doc Nbr:

e

N

[ Destn'info Chw

OK

et

Liear

Cancel

|

|

P1-103



Designating Assets For Turn-In/Transfer

Designating An Asset To Turn-In/Transfer? (Cont'd)

STEP 2:

2Lt Turn-indbateral Transter AddsChanges Dele

Dcstn Info —

Bestn Id: l

~Key Data -
. UIC:

Doc Nbr:
- Type Action:
* HRH Nbr:

Transfer Cd:l _J
Site 1d To: ]

UICTo!

Bar Cd:

ol ® Enter the UIC that

Serial Nbr:

you will be transferring

the asset(s) to.

O The Destn 1d
and Transfer Cd
are displayed, but
can be changed.

 Enter the
database that you
will be transferring
the asset(s) to.

-

Yiew Cmpn

Clear ! Exit {

O Enter the bar code of
the asset that is being

® 1rthe
asset(s) is bulk
managed, enter
the amount that

 Enter the stock number
AND serial number of the

E‘}%HINT!

| You can browse for the

transferred, if applicable to asset that is being you are 1 exact serial number of

your Activity OR... transferred. .\ transferring. 1 the item you are
- Type Action: itetd To: | | designating.

HRH Nbr: UIC Te: i

7
Bar Cd: ty: !
Stock Nbr: | Serial Nbr: |
S e . o e

O Click Add.

.

® Click Exit once
the item(s) is
displayed in the
window.

View Cmpn

Clear l \‘ Exit l

T % HINT!

d Click the View Cmpn
| to view a list of

i components for the

1} item(s) you have

| designated.
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Designating Assets For Turn-In/Transfer

Designating An Asset To Turn-In/Transfer? (Cont’'d)

You will be returned to the Turn-In Key Data screen.

STEP 4:

& Automated ¢ Manual ElDecr I
Cmpn Decr l

viC: l ___i
Click Cancel. \

Stock Nbr: | ]
~ 5 /[
-]

| =
. Detail |
- Decument Number Assignment

{~ Non-Property Book Destn Id: i

¢ T Print furnda Form Transfer Cd: ’

l——']gx Clear Cancel 1
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Generating Turn-In/Transfer Forms

Generating A Transfer And/Or Turn-In Form?
MODULE: Hand Receipt/Document Register

INTRODUCTION

This section outlines the procedures to generate transfer/turn-in forms in DPAS.

PREREQUISITES

A transfer and/or turn-in document must exist.

STEPS TO PERFORM ACTION

1. Select the Document Register icon, or select Doc Reg from the menu bar.
2. Select Detail Turn-In/Transfer from the program group.

3. Select Generate Forms from the program list.

—

ﬁ

Document
Register

Supply Requssts >
Update Actions

; Eﬁ%ﬁﬂlNT!

Transfer Forms can also
be generated using the
Hand Receipt module.

Add7Change/ Delets

Generate Farms

Detail Tuen-IndTransfer

Interfoces »

Reports
Inquiries

Help
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Generating Turn-In/Transfer Forms

Generating A Transfer And/Or Turn-In Form? (Cont'd)

STEP 1:

- Generate Forms
C Uic
C Doc Nbr
" _Date
« Type

Al
C Tarn-in

" DRMO

" Lateral Transfer

Type:
All — Al forms

/@t how you want to generate your formx

UIC - for a particular UIC.
Doc Nbr - for a particular document number.

Date — for a particular date.

Turn-In ~ Only turn-in forms
Lateral Transfer — Only transfer forms.
DRMO - Only DRMO turn-ins.

%HINT!

| If you are
2 generating these
] forms using the
1| Hand Receipt

1 module, and you
d want to generate
{1 the forms by
type, Lateral

&1 Transfer will be
#1 your only option.

Submit I Print Rpts {

Clear l

 UIc
T Doc Nbr

te
 Type

T Al
O Turnln

' DRMO

' Lateral Transfer

(1 B3 you are generating the
forms by UIC, enter the UIC.
Otherwise, this field will not
be accessible.

® If you are generating
the forms by Document
Number, enter the
Document Number.
Otherwise, this field will not
be accessible.

Print Format

¢ DD1348

Info j Submit |

Brint Rpts i l

~Turpln s

- { ateral Transfer ~

¢ DD1348

;
3
i
;
:
H

2 IS AT i 01

O 1f you are generating
the forms by Type, your
only option is Lateral
Transfer. The UIC, Doc
Nbr and Date will not be

\ accessible.

O rf you are generating
the forms by Date, enter
the date (YYYYMMDD
format). Otherwise, this
field will not be
accessible.
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Generating Turn-In/Transfer Forms

Generating A Transfer And/Or Turn-In Form? (Cont’d)

STEP 3:

~enerate Forms

~ Generate Forms By ————

'l § 1Ty UIC: l |
r—— If you selected to
¢ Doc Nbr Doc Nbr: generate forms by
_ : ’__. Turn-In, select
- which form you
€ Date Date" s want to generate.
r Type P %“Tl.ll'l'l'ln““» T
Al & DD1348
& Turnd - € DD1348
urp-in | € DA2765 '
¢ Lateral Transfer |  DA3161
T DBMO
info ] Submit Print Rpts i Clear 1 Cancel I

STEP 4:

Fenerate Forms

-Generate Forms By——— e If you selected to TN
generate forms by .
UIc Lateral Transfer, —l
select which form you
" Doc Nbr want to generate.
C Date -
- Typﬂ = Print Format i — Lateral Transfcrj
~Turm-p ———— |
o Al : <. DD1348 !
P !
" Lateral Transfer  DA27865 |
" DRMO

Info J Submit l Print Bpts 1 Clear
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Generating Turn-In/Transfer Forms

Generating A Transfer And/Or Turn-In Form? (Cont'd)

STEP 5:

aerid cmor
File. Help
Module: Report Type: Sort Order: Report Status:
lDocumcnt Register 3 ]AII _'J lDate!Time _'_] |Currenl 3

Report Title Report ID .| UTC | bate | Time { pages
Y SLIPPLY EXPORT TRAMSACTION REPORT INEEFAICERI T ol7 Y 07/16/20... 15:33:28:78 00001
W DD1348 TURN-IN/LATERAL TRANSFER .. DPIDIBIR  WOUCSA 07/18/20.. 08:14:29:72 00002

Select the TURN-
IN/LATERAL TRANSFER
FORMS report. Double-
click it or highlight and click
the View button.

< | 2

Reportfs) available: 2
View Print ‘ Remote | Delete ] Refresh l Exit ]

Below is an example of the DD Form 1348-1:

SH SR N
pNIRIRQA R BB

Sae Below

TR = A L raT

*AMC00110650001* bres

AMCO0119650001 S - r, ,__,I,,_ uT mrn

Kv. emra

"IRK CGO V2T 6000 CVW
*00000* s e r = r e S
c0800

A z7 ATy o1 SR T

e R = |n T W R

shap To:

DEFENSE REUTILIZATION & MARK
CHAD CRAMFR

3990 EAST BROAD STREET
COLUMBLS, OH 43213

Detail Information: See Attache
Type Action: Lateral Transfer

w s
Figure 1 - DD 1348-1
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Generating Turn-In/Transfer Forms

Generating A Transfer And/Or Turn-In Form? (Cont’'d)

Below is an example of the DA Form 2765:

} ]
M -é-'mc T e ,'_'Hl'rh..: 8 B
b
a
E] -
4 -
L3 b
i a~
b3 I B . [
. a2 C el [ S b Sl A RO
H] T ~ T T ) T I‘ T 1 71 F T 1T T 1 1 TN h | I £
1 ) : z
B —
3 o « 5 NI S NI U SN N T N R S R R oy
2] T APHCENTN (IIO0 BI0M. KGO e Th™ e O TS =
N v 5 E i3 e [ | : 4
; =
la n Lo
oI ) 4
TS O BN SR B o
HIIN LY LT I T FTur. o,
afF W m )
AIFTT T T T (7T 7T @
b o s RS R
E l cd LB §
3
2 L1 | L]l 2 r
g — o ® B
'§_ l |, l == “mr e Ié
o <
P l ! | H TR TR ) &
2= : T I Y L“ v --1 2¢ I:a & Al 3;‘. :
a T T: e et T a [ O o e ouna men
:”1.": RN rnuvnnuinﬂu.n‘n-lnusu |tuuuﬁﬂvuuﬂ#nu'u-ﬁluuul{i’ Es'i“iu‘a"."nh:».-n:nm:msut

Figure 2 — DA Form 2765

Below is an example of a DA Form 3161:

—

REQUEST FOR ISSUE OR TURN-IN ISUE__ | SMEET [No. 3 REQUEST NO. 4. VOUCHER N O
Q DAPAN 710-2-1) TURN.IN 1 1] Wd660111000002
1.SENDTD: 1 5. DATE MATERIAL REQUIRED 6.DBDAAC 7. YRIORITY |$.ACCOUNTIN
DEAS
R REQUESTFROM:  W46601 PROPERTY |9 END ITEM INENT 9a. NAME / MANUFACTURER 9b. MODEL
*CODF 1
- JE—— 0. FUBLICATION
I-dMitial FWY - Fair Wear & Teor EX- Bxcess
R- Reylocement RS- Reyert of Survey SC- S of Charges
2. TTEM o sumLy
No sTockno ITEM BES CRIFTION ISSUE | QUANTITY co}xx UNITPRICE | TOTAL COST
2 < e 4 )
1 7625010030010 U EA 1 $22200) 22200
Seck 098

Figure 3 — DA Form 3161

A

Use the scroll bars to
review the form.
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Removing an Asset

Introduction To Decreases

The End Item Decrease process is used to remove all assets from the Property Book that are not
being Transferred to another Installation. If the User enters this screen by using a Jump Button,
the data from the previous process will populate some of the fields.

Be sure to select the correct radio button for the type of Decrease that is being performed. If
you have identified Multiple Bar Codes/Stock Number — Serial Number records for Turn-In in the
Document Register Detail process then be sure to select the Mass Turn-In radio button.

If the Asset is ADP, the asset must first be reported as Excess to DITMS using the Excess Actions
Process.

Depending on the interfaces identified on the UIC file this asset will be reported to various
systems. It will be reported to DITMS if it is ADP and the UIC and Fund Code records show that
it should be reported. It will be reported to an Accounting System if one is identified on the UIC
file. It will be reported to the DoDSASP program if it is identified as a weapon by either the CIIC
or the DoDSASP code on the Catalog. It will be reported to UIT/CBS-X if the UIT Code is set on
the UIC file and the RICC field indicates that it is reportable.
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Removing an Asset

Removing An Asset From The Property Book
MODULE: Hand Receipt

INTRODUCTION
This process will show you how to remove an item from the property book/inventory.

PREREQUISITES

If your Activity is using the Document Register, you will need to obtain a document number
for the type of action you will be removing the item from the property book (i.e., turn-in,
transfer, etc.).

STEPS TO PERFORM ACTION
1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select End Item Actions from the program group.

3. Select Decrease from the program list.

Hand
Receipt

End Item bctions Increase

becreass

Component Actions
Bar ¢d/Ssr Nbr Change Lateral Transfer
HRH Pending Turn-In/Transfer

. HRH Transfer
Dotabase/UIC Transfer Actions. »
Selected Change
fafr Key Change
Stock Nbr Change

Bulk Asset Price Adjustment

Price Adjustment

Mass Chonges 4

Maj/Sub Hand Receipt Holder

Warranty/Sec/Loan/L.eass

SKO/BII/AAT Inventory

Excess Actions »

ADP Reporting »

Autemated Inventory Actions 14

Interfaces »
Reports »
Inquiries 4
Help
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Removing an Asset

Removing An Asset From The Property Book (Cont’'d)

STEP 1:

- Type Actisn - ; :’ A
& Turnin [ Select the Type Action
for deleting the item
€ Transfer Out from your property
¢ Admn Adj Rpt [AAR) book/inventory.
S
 Reversal Barcd: |
¢ Ammunition Stock Nbr: |
" HReport of Survey
Serial Nbr:l
£ Statement of Charges
HRH Nbr: | |
¢ Cash Collection —J
" Mass Transfer Qut uic: ‘ ‘-J
¢ Mass Tuendn Doc Nbr: l __|
Clear |  Cancel ]

STEP 2:

te &

Dota

21

~ Type Action
{ & Turn-in

€ Transfer Out

[__BulkAsset ~ E

:

If the asset is a

s bulk item, check
T Admn Adj Rpt {AAR] ] r
Barcd: | this box.
- " Reversal
¢ Ammunition Stock Nbr: |
€ Report of Survey  Serial Nbr:|
. Statement of Charges HRH Nbr [ I ‘_j
. " Cash Collection
f UIC: ’ i
- " :Mass Transfer Out
. " Mass Tum-in Doc Nbr: | _.]
oK Clear l Cancel l
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Removing an Asset

Removing An Asset From The Property Book (Cont'd)

STEP 3:

O your Activity uses
bar codes, enter the bar

~Type Action
¢ & Turmn

€ Transfer Out

€ Admn Adj Rpt (AR}
" Reversal

- ¢ Ammunition

" T Report of Survey

: T Statement of Charges

¢ Cash Collection

f" Mass Transfer Out

. Mass Turnn

OK

code of the asset you
I~ Bulk Asset are removing OR...

/ ® This number will be

: ] displayed unless you enter
- this process from the Hand
Serial Nbr:] Receipt module. You will

g also need to enter the
Serial Nbr of the item.

%[: ® Ciick oK. j

]

HRH Nbr: | |

ve: | ]
Doc Nbr: | ___‘

Clear } Cancel ‘

If the asset is ADP Reportable, the following dialog box is displayed:

Click &

2]
Has this asset, if serviceable, been-reported as excess?
No 1
if you have reported the asset as excess.

Click 8 |if the asset has not been reported as excess.

if you click .__¥_°_____§, the following dialog box is displayed:
Click OK and you will be
returned to the Key Data
screen.

N

, continue with the next step. .
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Removing an Asset

Removing An Asset From The Property Book (Cont'd)

STEP 4:

@ The Document Nbr
is displayed from the
Document Register
since we just came
from that process.

~~~~~~~~~~~~~~~~~ © For ADP assets, enter the
Mat Doc Id that was assigned
to the asset when you

HRH Nb,  excessed the item.

i

Resource Id: l

O Tnis field is displayed and
cannot be changed.

® 1 the item is bulk,
enter the number of

items you will be ? —]
removing.
AN - Cmpn Cd:
Belated Data]  Save | clear | Exit

A If the item is being
KOThis date is displayed with .| transferred out, enter the

Bar.Cd: the date the hand receipt /??tgftec of the receiving
; holder signed for the item. It ’
can be changed, if necessary.

* Serial Nbr:
 Stock Nbr:

Eff Dt Rectiving DODAAC: ]——‘—% = WR—
‘”"ﬁ HINT!

Remarks: ]

® Click Save.
® Enter a remark. Cmpn Cd:

/hcmcd Bata‘ Save /\‘/C/iear | Exit {

] Use the .@ to select

; a date.
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Increase/Decrease Report

Generating The Increase/Decrease Report
MODULE: Hand Receipt

INTRODUCTION
There may be times when you will need to run the Increase/Decrease report. This report will
display all Increase and/or Decrease actions that occurred on a particular day. You can also

generate this report for a particular time frame.
PREREQUISITES

None
STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Reports from the program group.

3. Select Generate from the program list.

Hand

Re&‘:‘ipt
End Item Actions
Component ‘Actions
Bar £d/Ser Nbr Change
HRH Pending Turn-In/Transfer
DBatabese/ UIC Transfer Actions »
Mfr Key Change
Bulk Asset Price Adjustment
Mass Changes »
Maj/Sub Hand Receipt Holder
Waorranty/ Svc/Loan/Lease
SKO/BIIZAAL Inventory
Excess Actions »
ADP Reporting 1 4
Automated Inventory Actions »
Interfoces 4
Inquiries b Print
Help
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Increase/Decrease Report

Generating The Increase/Decrease Report (Cont'd)

STEP 1:

ipt On-Line Reports

I IPE Inventory

™ HR Scheduled Inventory ™ RICC Inventory

[T Asset Summary " Sensitive ltem Inventory

I Hand Receipt Holder [T SKO/BIAAI

I IncreasefDecrease Actions |~ TMDE Inventory

Actions.

Close r

[T AssetDisposition Select Increase/Decrease j

Batch Rpts | Print Rpts ]

STEP 2:

If you want the report for a specific
HRH Nbr, then select Selective.

If you want all HRH Nbrs, then select
All.

™ Datc

= Selective
" Range

® Selective
§f" All

uIC: M .
HRH Nbr: | | e
BeginDt [ M  EndDt]
Tran Time: ]_—

Info J Submit Clear ! Cancel

3
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Increase/Decrease Report

Generating The Increase/Decrease Report (Cont’'d)

STEP 3:

If you want your actions for a
particular date, then select
Selective.

TncreazesDecrease Scotio

~HRH | & Selective

e . 1 If you want your report for a
Selective r Range certain time frame, then
e Al select Range.

uIC: -]
HRH Nbr: | ]

BeginDt [ [ EndDt[
Tran Time: [

Info l Submit Clear ! Cancel '

STEP 4:

Increaseecrenze Actions

~HRH : ; —
i . | ! @ Enter or browse for

& Selective | the UIC.

s ~ } . i : e -

UIC:

® Enter or browse for
the HRH Nbr. If you
selected All for the HRH,
then this field will not be
accessible.

HRH Nbr: |

Begin Dt | BN cEndDt
Tran Time: i

Info ! L__B_uhmit j Clear Cancel
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Increase/Decrease Report

Generating The Increase/Decrease Report (Cont'd)

@ Enter the Begin Date or use
the calendar button to select the
A date. Date must be in
teeed - YYYYMMDD format.

® Enter the End Date or use the
calendar button to select the date.
Date must be in YYYYMMDD
format. This field is only accessible
UIC: H \ if you selected Range for the date.

R

I 1 /1 i) .
‘Begin Dt. | v m End Dt:
Tran Time: l

info || Submit_]  cClear |

Or you want the
report from a
particular
transaction time,
enter the time that
was posted to the
history table.

O Click Submit.

STEP 6:

Click OK.

Status

Report Submitted
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Increase/Decrease Report

Generating The Increase/Decrease Report (Cont'd)

[~ Hand Receipt I” IPE Inventory

™ HR Scheduled Inventory I RICC Inventory

I~ Asset Summary I Sensitive Item Inventory

Click Print Rpts. I

[” Hand Receipt Holder ™ SKO/BlizAAl

¥ increasefDecrease Actionsi. [ TMDE inventory

I Asset Disposition

Batch Rpts l

STEP 8:

Print Rpts

P2Feports Meny for Uzerid: cmorriz
Fis  Help

Module: Report Type: Sort Order: Report Status:
lHand Receipt _:j ]AII _'_j lDate;’Time :] lCurrent _v_]

Report Title I Report1p | UIC [ pate | Titne | pages

[7e Hal il RECETRT FERORT BY HEH MER DPTD222R  WOUCSA 07/16/20... 15:19:48:78 00004
WHAND RECEIPT REPORT BY HRH NEBR OV... DPTD224R  WOUCHA 07/16/20... 15:19:48:78 00001
WHAND RECEIPT REPORT BY UIC DPTD22IR  WOUCSA 07/17/20... 15:26:29:92 00020

wHAND RECEIPT REPORT BY UIC OVERA.. DPTD223R  WOUCSA 07/17/20... 15:26:29:92 00010
¥D01348 TURN-IN/LATERAL TRANSFER ... DP9DISIR WOUC5A 07/18/20... 08:14:29:72 00002
WINCREASE/DECREASE ACTIONS REPO... DPTDIZIR WOUC3SA 07/18/20... 08:19:44:03 00001

Select the Increase/
Decrease Actions
Report by double-
clicking the selection or
highlight the selection
and then click the View
button.

< ] 2

Report{s) available: b

I Yiew l Print Remote Delete l Refresh 1 Exit l
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Increase/Decrease Report

Generating The Increase/Decrease Report (Cont'd)

Below are examples of the Increase/Decrease report:

Decrease actions are displayed first:

R
REPORT: DPTDI2IR DEFENSE PROPERTY ACCOUNTABILITY SYSTEM DATE: 20010303 'I‘J
ACTIVITY: GAC INCREASE/DECREASE ACTIONS REPORT
vIC: CPODCH BEGIN DATE: 20010123 END DATE: 20010303 TIME:
DECREASES:
HRH NBR: S701 -
HRH NM:  S701
STK NER GNRC NOMEN
BAR CD SER NBR DOC NBR PGM DESC ACTN CD (QTY ACQ CST HRH NBR
7025DP000194L COMPUTER, MAINFRANE
28801 EV361X-971 19014TURNIN EI DEC 1 1 5555555.00 S701 -
TURN-IN RECEIVED BY
TOTAL NUMBER OF DECREASE ACTIONS: 0000001
TOTAL NUMBER OF ACTIONS: 0000001
K ]
Ready Pgrvofi {i50%

Increase actions are displayed next:

&% ik r

G e Bt Yow Took Winiow L
SH SR@R
Mitr s 2 QAQU R @B E

REPORT: DPTD12iR DEFENSE PROPERTY ACCOUNTABILITY SYSTEN DATE: 20010303 T:J
ACTIVITY: GAC INCREASE/DECREASE ACTIONS REPORT
UIC: CPODCH BEGIN DATE: 20010123 END DATE: 20010303 TIME:
INCREASES:
HRH NBR: S701 -
HRH NM: 5701
STK NBR GNRC NOMEW
BAR (D SER NER DGC NBR PGM DESC ACTN CD QTY ACQ CST HRH NBR
7025DP0001S41 COMPUTER, MAINFRAME
28801 EV361X-971 0000198RQ10269 EI INC 1 1 5555555.00 S701 -
7025DP0001941 CONPUTER, MAINFRAME .
28901 EV361X-972 0000198RQ10289 EI INC 1 1 5555555.00 S701 -
7025DP0001941 CONMPUTER, MAINFRAME
29001 EV361X-973 0000198RQ102853 EI INC 1 1 5555585.00 sS701 -
ISSUE RECEIVED BY
AN i
Ready Pg2af2 150%
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History Inquiry

Reviewing The History Inquiry
MODULE: Inquiries

INTRODUCTION

This section outlines the procedures for querying the DPAS History Table. DPAS will generate
a history record from the time an asset is added to the property book and until the item is
removed from the property book. This section shows the user how to query DPAS to review

the history table.

PREREQUISITES

None

STEPS TO PERFORM ACTION

1. Select the Inquiries icon, or select Inquiries from the menu bar.

2. Select Hand Receipt from the program group.

3. Select History from the program list.

My

Inquiries

Document Register
Authorizations
Catalog

End Ttem Seriol

ipt Holder

End:Item Bulk
faintenonce & Utilization Component Serial/Bulk
Utilities Bulk Ttem Average Cost
Maj?Sub Hand Receipt Holder
Help

Pending ‘Database Transfers
HRH Pending Turn-In/Transfer
Warranty/ Suc/Loan/Lease
SKO/BIIAAAT

Betait Turn-In/Transfer

Asset Redistribution

ADP Transactions

E—

%HINT!

' You can access the History from

4 other processes. For example, you
1 could select Document Register,
Authorizations, Catalog, Accounting,

1 Maintenance & Utilization, or
1l Utilities and still access the same
& History inquiry.
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History Inquiry

Reviewing The History Inquiry (Cont'd)

Selected Fields

O select the field(s) you want to

query on. For now, we will select
HRH Nbr and Tran Dt.

Appn Alot Serial Nbr
_ |Appn Alot Serial Nbr To
- |Asser Cd
. jAsset Cd To
el

© CardView
 Report Format

Clear |

|

Cancel

STEP 2:
DPAS will post the date and
time of the transaction.

=

Tran Dt: 19990322 Tran Time: 07335816 Basic | ADP | Acct ﬂ
Basic =

Pgm Name: DPTB0401 Pgm Desc: El INC RCPT -

Nomen: TOOLKIT

Login id: trainQ1 Action Cd: 1

vicC: WABE01 UIC To:

Stock Nbr: 5230001111111 Stock Nbr To:

Serial Nbr: G42166 Serial Nbr To:

Cmpn Stock Nbr: Cmpn Serial Nbr:

HA Stock Nbr: HA Stock Nbr To:

HA Serial Nbr: HA Serial Nbr To:

Bar Cd: Bar Cd To:

HRH Nbr: 140 HRH Nbr Toe:

Office: M Office To:

Mir Yr: 1997 Mir Yr To:

ACC: ACC To: J:J

4 i I »

Record 1 of 16 Prawiaus Next New Inquiry l Exit ’
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History Inquiry

Tran Dt: 19990322

Tran Time: 07335816

Reviewing The History Inquiry (Cont'd)

Pgm Name: DPTB0401
Nomen: TOOL KIT
Login id: train01

uIC: W46601

Stock Nbr: 5230001111111

Serial Nbr: G42166
Cmpn Stock Nbr:

HA Stock Nbr:

HA Serial Nbr:

Bar Cd:

HRH Nbr: 1401
Office: M

Mfr i 1997
ACC:

am

This field tells you the \

Basic
. program description of
Pam Desy: ELINCRCFT. what was done to the item.
; For example, this is an End
Action Cd: 1 Item Increase Receipt
UIC Teo: (or New Procurement). If

the item were picked up as
a transfer in, then this

Stock Nbr Ta:

Cmpn would be EIINCL/T.

HA Stock Nbr To?

HA Serial Nbr To:
Bar Cd To: You will also notice
HRH Nbr To: thaF DPAS knows

. : which user processed
Office To: :

it the transaction for the

Mir Yr To: item.
ACC To:

Record 1 of 16

»
Frevivas f Next i New lnquinLL Exit !
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Case Studies

Case Study

Title: Basic Cradle To Grave DPAS Functions

Objective: At the completion of this case study the student should demonstrate a capacity to
perform the necessary actions to perform the basic DPAS functions.

Prerequisites:
Requirements:
References: Reference in the manual Phase One

Policies/Procedures:

Scenario: Your office has just recently converted to DPAS. While going through training you
had new items delivered.

Instructions: Use the knowledge that you have gained from Phase One to add two
additional items to your hand receipt.

Given:
Summary: Verify your results by running the appropriate inquiries and reports

Class Discussion: Q & A
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Case Studies
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